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General Guidance

1.

IT goods and services as related to these instructions are defined by the list
provided at the following site:

http://www.vita.virginia.gov/uploadedFiles/SCM/IT Goods Services revised051
1.pdf

In scope goods and services are those identified in the above list by a “Y” in the “In
Scope To VITA” column. Items with an “N” in the column are defined as out of
scope.

For a copy of the VITA Hardware Standards go to the following site:
http://www.vita.virginia.gov/itpartnership/documents/CH COMMS DeskTopSt

andards.pdf

Orders for in-scope IT goods and Services: VITA retains all procurement authority
for purchasing in scope IT goods and services. All orders for in scope IT goods and
services must be entered in eVA and routed to VITA for review and approval.
Follow the below instructions in structuring the order:

. Select the appropriate eVA “V” PO Category at the requisition header.

2. The use of Pcards is not authorized for in scope orders. If a Pcard is loaded to

eV A account, uncheck this pcard block at the Add Title screen.

Do not check the “Send to eProcurement” block on the Add Title Screen.

The eVA order will be created as a non-catalog order.

The Vendor selected will be Virginia Information Technologies Agency .

The unit value of all items will be 0.

In the description field enter the specifications of the product or service

required. If there are lengthy specifications, attach them to the eVA

requisition.

e If there is a desired vendor, model, etc., provide that information in the
description or comments.

e Attach any vendor quotes that have been obtained.
Enter your agency “Bill To” address.

o Complete and attach a VITA-Information Services Procurement Justification
Form (see Attachment A)

e Complete the remainder of the requisition in the same manner as other
requisitions for your agency and submit.

The purpose of using the “V” PO category in the requisition is to route the requisition
to VITA. The use of the “V” PO category adds the below approvers to the standard
agency eVA workflow:

e Tech Compliance Review - Centralized review by NG to determine that the
requirement complies with infrastructure standards.

e Business Review — Review by VITA for pricing and sourcing.

e AITR Review - Review by the Agency Information Technology Resource to
approve the financial commitment by the agency.


http://www.vita.virginia.gov/uploadedFiles/SCM/IT_Goods_Services_revised0511.pdf
http://www.vita.virginia.gov/uploadedFiles/SCM/IT_Goods_Services_revised0511.pdf
http://www.vita.virginia.gov/itpartnership/documents/CH_COMMS_DeskTopStandards.pdf
http://www.vita.virginia.gov/itpartnership/documents/CH_COMMS_DeskTopStandards.pdf

All orders to VITA for in scope goods and services must be received in eVA. See
section 4 below for detailed instructions.

Orders for out of scope IT Goods and Services: Agencies have been delegated
procurement authority for out of scope IT goods and services up to $100,000 and can
order these goods and services without routing the requisition to VITA. VITA retains
procurement authority for out of scope goods and services greater than $100,000.

The below rules apply to out of scope purchases of IT goods and services:

Out of scope orders less than $100,000 (Do not route to VITA):

Enter the appropriate standard PO category (Not “V” category)

Appropriate use of agency purchasing cards is authorized.

Enter the actual supplier as the VVendor.

Enter the agency Bill To address.

Enter the actual order dollar value.

Enter specifications of the product or service required in the description field.

Out of scope orders over $100,000 (All must be routed to VITA):

e Pcards are not authorized for these orders.
e Use the “V” PO category for each of the situations outlined below.
1. Non-contract out of scope orders over $100,000 (Procurement to
be conducted by VITA):
e Enter the “V” PO category.
Enter Virginia Information Technologies Agency as the vendor.
Enter the requesting agency “Bill To”” address.
Enter the estimated dollar value of the requirement.
Attach specifications for the goods or services requested.
e Attach any available vendor quote.
2. VITA delegation of one time authority over $100,000 to the
agency:
o Agency conducts procurement through the IFB/RFP process.
o Award contract.
o Create eVA requisition to the successful vendor.
o Enter the “V” PO category to route the requisition to VITA for
review.
o Enter the agency “Bill To”.
o Attach a copy of the awarded contract.
3. Out of scope orders from an existing contract:
e Enter the “V” PO category.
o Enter the actual supplier as the vendor.
e Enter contract number in the contract number field.
e Enter the agency “Bill To”.
4. Out of scope sole source orders:
e Enter the “V” PO category.
e Enter the actual supplier as the vendor.
e Enter the agency “Bill To”.
e Attach the approved sole source document.



4. Receiving Orders: All agency orders for in scope IT goods and services must
received in eVA by the agency. The actual order for the goods or services is placed
by VITA based on the request submitted by the agency using the procedures in
paragraph 2 above. Receiving on the original request by the agency provides VITA
with receipt confirmation so that receiving can be accomplished by VITA on the
actual order to the vendor. It also provides information to allow VITA to properly
time the initiation of billing to the agency, as appropriate

e When VITA places the order, the AITR and the person who created the
purchase request will be advised by an email from the EVAORDERS email
account that the order has been placed and the anticipated delivery lead time.

e VITA places the agency purchase order number in the Attention section of the
“Ship To” address to assist the agency in cross referencing the VITA purchase
order number to the agency’s original purchase order number.

e If you cannot cross reference the purchase order number on packing slip
documents from the vendor to the original agency number, email
evaorders@vita.virginia.gov_advice on the appropriate agency order that
matches the information received on the packing slip.

e Once the goods or services are inspected and accepted, receiving in eVA
should be accomplished by the agency receiver for the order.

e Upon completion of the receipt in eVA, email evaorders@vita.virginia.gov
and advise that receiving is complete. Please note the vendor, EP#, PR#,
items received and any other information relating to the receipt.

e Northrop Grumman will issue a delivery ticket for service request. The ticket
will reference the original agency purchase order number and will request this
information be passed on to the agency receiver to complete the eVA
receiving.

5. Purchase requests status requests: In-scope orders that are submitted with Virginia
Information Technologies as the vendor will be placed with an actual vendor by
either VITA or Northrop Grumman. The entity placing the order can be determined
by checking the supplier contact on the original agency order.

e If the contact is VITA, VITA will be process the order. To request status send an
email to evaorders@vita.virginia.gov.

e If the contact is VITA (NG), the order will be s processed by NG. To request
status send an email to vitapo@ngc.com.



mailto:evaorders@vita.virginia.gov

IT eVA Ordering Instructions with Screen Shots

The steps in the order creation process are displayed below and individual instructions

are provided for each slide.

Requisition Creation:

e To login go to www.eva.virginia.gov

NEW! eVaA Billing & Payment Portal Click Here!
Customer Care Invoice Explanation
Quick Links
® APSPM Manual

DPS Website

Ariba Supplier ® aya Order Terms

Learn About eVA ® vendors Manual ® vendor Registration

Training ® Local Govt. Sign-Up ® vendor Information Center [FEWZ]

NIGP Codes ® State Contracts ® Solicitations & Awards

UNSPSC Codes ® PPEA ® Future Business Opportunities

Recommended Browsers ® Procurement Directory ® gva Dashboard

® Reports List
® List of States' Preferences

Knowledge Center ® more Buyer/Yendor Info...

ev¥A Dashboard ® Search for Sheltered Workshops

R ~and Minority Business Certification

Procurement Buyer Login ¥endor Login
Forum 2006 vsemame [ |
Nov. 12 -15 Password [ |

Login

Tck hers  ® =va or siba Password Problems? Click hers
Heed a Login?

® paccun

Virginia Institute

of Procurement Nationally Acclaimed

2006 Schedule Available

covmatt

Prestigious
Gold Award

ask v I CIIED

eV A Testimonials

Science Museum of

As a recent user of Quick
Quotes, it has been a
tremendous time saver.
More..

961,233 Orders
$8.8 Billion Spent
Monthly Chart By
5 Million Items
983 Catalogs [y
171 Agencies [y
492 Localities By
32,723 endors [
9,121 Users
Phone:
866-289-7367
Email:
EVACustomerCare@das, virginia.aon

eVA News & Events

Yamv

GRANT APPLICATION
ANNOUNCEMENT
October 1, 2006 -

September 30, 2007.

The Virginia Departmant of
Motor Wehicles iz pleased ta
announce the availability of
funding for tranzportation
safaty grant appartunities
far the period beginning
October 1, 2006 -
September 30, 2007,

| Privary Statement | Heln | Site Man | aYA UAT & Trainina | Frerdam nf Tnfarmatinn |

e Enter your assigned user name and password.

Note the link below the login that is used to request your password be reset. Click on
the button and follow the instructions for submission. You will be sent an email with
a computer generated password. Copy and paste this into the login screen and

proceed.


http://www.eva.virginia.gov/

@'v@@;hlp*@@'i}lvgi‘i

‘.U'._ﬂx

Welcome GillBuyer, Sandra June S, 2006 - 2:50 PM

buysense

o (€VA Knowiedge Center =

Reports & Documents
Shop No Latest eVA News:

@ Alert on Reports ez 13000 P
The Data Warehouse load had an error last night, so orders from May 31st will not appear on reparts until tomarrowr, June 3rd. . Bead More

Accessibility &
e TR E] eVA REPORT USERS — PLEASE READ!!! ERFEuIRIctinym

EAQ & If you expendwge any difficulty running any evA report not listed below, please contact eWACustomerCarefdge. virginia. gov and provide the report name, report
SR AR number, time fratwg, and other parameters you entered. It's important to log this information so we can identify additional reports that require further evaluation

.. Bead More
Select
@ Revised eVA Business
S s vamess P 1 ONOP NOW

The revised eV Business Plan, effective July 1, 2008, has been approved and becomes effective July 1, 2008. This revised Plan applies to all executive branch
agencies and institutions. The revised Plan was provided to the Governor's Cabinet merbers on May .. Read More

E3 THOMAS SCIEMTIFIC -Mew Punchout Catalog /002008 10:53:00 Ar

Thomas Scientific has just implemented their new Punchout Catalog. For easy access click on Punchout Catalogs on the Add ltems Screen in your eWA
Requisition, then type Thomas in the Keywords field and click search Bead More

’ Ilare eVA Mews

Hewss Archive | Suppliers FAGs | Buyers FAGs | DPS Wabsite | Buyers | Yendors | Learn sbout sVA
YA KC Admin | State Cortracts | OneLine Bids | Avard Hotices

Click on Shop Now

Future Procurements

Euture
Procurements

EP User Guide

Request Login
£3 Hews Archive
£3 Supplies FAQ:
£3 Buyers FAQs
£9 DPS wabsite
£3 BuysrPublis
£3 vandomPublis
£ Leam About svia
£3 State Contracts
£3 Solicitations & Amards

£3 £WA KE Admin



QO HNEnILEE
VA

Toggle Tips Toggle Currenc

¥ To Do

Approve Requests 0 Approve ()~
Watch Requests

~ 1OReceive

o

= Status

Composing
Submitted
approved
DeriEd

Status (O

o o oK

O Explore

Create 'O

|Euyer, Sandra last visit 6/5/2006 2:13 FM. eV

Return to Portal

System News

WELCOME eVa Buyer!

Purchase Orde

= Reconcile Se'ect Requisition or e eMall after
Create to initiate creation [

process.

GillBuyer, Sandra last visit 6/5/2006 2:13 PM, e¥A Nodeé 1896 - 2003 Ariba Inc.

¢ Click on requisition to start the process or click on Create and then it will open to the
choice of requisition and click requisition here. Either method works for starting the
process.



Toggle Curre

Toggle Tips ncy

Sho, Cart ‘Yﬂ__]] FR1429310: A731STCC Infrastructure Order Test
Items: 0 Total: $0.00000USD it
Add Title .
El Add Title
Add Items
Enter the requisition title and change one or more of the other requisition fields, if desired. If you are creating the requisition an behalf of anather user, the user's accounting,
(o0 Frew i Bl shipping, and delivery information apply.
How To Zecreen Detsils
Checkout
4 Title: ATILSTCC St UC
4
On Behalf of: GillBuyer, Sandra =
ageney Code: 731 [ select ]
rra—r Do not check
PO Category: VR1 [ select] the Send to

DOC Reference Humber: [ ePrOCU rement

Contact Hame: [
«— | block

Send ALL itemns to eProcurement: [

Pre-Encumbrance Humber:

o> ] e

GillBuyer, Sandra last visit 6/5/2006 2:13 PM, e¥A Nodeé 1996 - 2003 Ariba Inc.

e At the Add Title screen, enter a title for the requisition that will allow you to locate
the requisition from a list in your Status box when searching for a requisition..

e The use of pcards is not authorized for infrastructure orders. Remove the check from
the Pcard box.

e Select “Vxx” PO Category. This will insert VITA approvals into the requisition
workflow. In addition, the V code will insert an approval for the agency AITR to
approve in eVA.

e Do not check the Send to eProcurement block on the Add Title Screen above.
Click Next.

e For VDOT, DEQ, TAX and DMV: At the above screen select the “On Behalf
Of” user set up for your agencies use, then follow the remaining basic instruction
in this instruction. For these agencies the “V* Code is defaulted for the selected
On Behalf user and all items, regardless of dollar value will be routed to VITA.



Orders for in scope Goods and Services:

Q-©-M2

Shopping Cart

Add Title
Add Iterns
Add Accounting Details

Checkout

Pl

Preferences Toggle Tips

PR1429310: A731STCC Infrastructure Order Test
Items: 0 Total: $0.00000USD

E Additems

Toggle Currency

Add items to your requisition from the catalog or fram your favorites groups. You can also enter details for non-catalog items.

Keywords:
Favorites: |- Recent Choices - =

845,644 iterns found

Qptions ™

Contracts (7)

Mandatory (2) Gptional (5)

Apparel and Luggage and Personal Care Products {260}

Create Non-Catalog Item

PunchOut Catalogs (5}
Punchout (3)

Building and Construction and Maintenance Services (13}

Clothing (7) Footwear (1) Luggage and handbags and packs and cases (204) Building support and and repair services (13)

Chemicals including Bio Chemicals and Gas Materials (10} cl nd 606)

Additives (1) Colorants (3) Cleaning and janitorial suuuhes (1150) Industrial laundry and dry cleaning
(1) Janitorial equipment (550)

Commercial and Military and Private ¥ehicles and their Accessories and c ations and C and Peripl and €

Components (1)
Motor vehicles (1)

Defense and Law Enforcement and Security and Safety Equipment and Supplies
(148

B
Fire protection (14) Law enforcement (915) Light weapons and (58)

Domestic Appliances and Supplies and Consumer Electronic Products (662)
Bedolothes and table snd kitchen [nen snd fowels (10) Cansumer slectronics (454)
Comestic appliances (21 ...

Editorial and Design and Graphic and Fine Art Services (26)
Advertising (1) Graphic desian (9) Professionsl artists and performers (1)

Electronic Components and Supplies (1}
Diodes and transistors an ctor devices (1)

Farming and Fishing and Forestry and Wildlife Contracting Services {4)
Horticulture {1} Land and soil preparation and management and protection (2} Wiater
resources developrnent and oversight (1)

Financial and Insurance Services ([3)
Accounting and auditing (2) Development finance (1)

FEuels and Fuel Additives and Lubricants and Anti corrosive Materials (22)
Fuels (3) Lubricants and oils and areases and anti corrosives (13)

Healthcare Services (3)
Comprehensive health services {1}

Medical practice (2)

Industrial Manufacturing and Processing Machinery and Accessories (641)
Industrial food and beverane equipment (2) Lapidary machinery an (8)

and Supplies (76372)
Communications and computer supplies (S77) Hardware and sccessories (25638)
Software (157}

Distribution and Conditioning Systems and Equipment and Components {108}
Fluid 2nd gas distribution {15} Hesting and ventiation snd sir circulstion {S8)
Industrial filtering and purification_ (34)

Drugs and Pharmaceutical Products (34)
Central nervous svstem drugs (6) Miscellsneous drug categeries {28}

Education and Training Services (115)
tional facilities (78)
(40)

| services (1) Vocational training

Environmental Services

Environmental management (18) Environmentsl protection {2 Pollutants tracking and
monitoring and rehabilitation services (9)

Farming and Fishing and Forestry and wildlife Machinery and Accessories {(6)
Agricultural and forestry and landseape machinery and equipmertt_ (5}

Food Beverage and Tobacco Products (157)
Bakery products (15) Beverages (73) Dairy oroducts and engs (7)

Furniture and Furnishings_ (5620)
on furniture (3063) Commercial and industrial furniture (2557)

Industrial Cleaning Services (6)
Cleaning and janitorial services (4)
hazardous waste cleanup (1)

Refuss disposal and treatment (1) Toxic and

Industrial Production and Manufacturing Services (8)
processing services (4) Manufacture of electrical goods and precision

Metalworking machinery and equipment and supplies (631)

and Testing
Measuring and observing and testing instruments (137)

(137}

instruments (2) Metal and mineral industries (1)

Lighting and Electrical Accessories and Su ||e§ (31
Lamps and lightbulbs and lamp components (236) Lightin
Taan

and fixtures and accessories

e All in scope goods and services should be created as Non Catalog item.
e Do not put in scope and not in scope items on the same requisition.
e Click on Create Non Catalog Items.

10



Add Title

Add Accounting Details

Toggle Tips Toggle Currenc

PR1429310: A731STCC Infrastructure Order Test

Items: 0 Total: $0.00000USD

E] Add Non-Catalog Item

Add Iterns

Checkout If wou cannot locate an itern in the catalog, request a non-catalog itern using the fields below, Non-catalog items may take longer to process because your purchasing department

may get involved to complete the arder. Add the information before lzaving the screen.
How To Screen Details

4 Full Description: [Ten standard Notebook Computers to support Al
H additional staff. This is an incremental add to agsncy
MOU. Curren tly have Dell equipment and desire to v
*Commadity Code: [Camputers, Notebook computers (NIGP 20454) =]  Supplier Auxiliary Part ID:
*Supplier: [Wirginia Information Technologies Agency | Quantity: 10
“contact: [110 South Seventh StrigARES] Unit of Measure: each v
Supplier Part Humber: Price: PN

Contract #:

Arnount: $0.00000USD
* indicates required field
GillBuyer, Sandra last visit 6/5/2006 2:13 PM, e¥A Node6 Avoid use Of © 1996 - 2003 Ariba Inc,
Lot as Unit
of Measure

Non-catalog item orders can be created and entered from this screen.

Enter a full description. This field limited to 256 characters. Attachments can be
added for lengthy descriptions or specifications. If you have a preferred model,
vendor, etc., enter that information in the description, comments block or as an
attachment.

A commodity code must be entered. Click on the down arrow, search by word
description.

Click the down arrow for Supplier and select Other. In Search type in “Virginia
Information%? and click Search. Select Virginia Information Technologies Agency —
Infrastructure. The % sign is used as a wildcard in the search engine.

Add any available supplier part number identification as appropriate.

Enter the Contract number if there is an existing contract for the item

Insert a quantity.

Enter the price as zero. The actual price will be determined by VITA during the
review process.

Click on OK and the item will be added to your requisition.

When complete, click OK to add the item to the shopping cart.

11



Q-O-HREAMLke

a8

Preferences

Toggle Tips

PR1429310: A731STCC Infrastructure Order Test
Items: 1 Total: $0.00000USD

Shopping Cart

Add Title

Add Iterns

Add Accounting Details

Checkout These are the itemns you have added to your requisition. You can edit, copy, or delets selected line iterns, and add new line items, If you change any values, update the total,

To hide this sarsen in the futurs, olick the check box; to show the scresn again, resst the default preferance.
How To Screen Details

h Add iterns| | Hide Details

[T MNo. Type Description Oty Unit Price Amount

Ten standard Notebook Computers to support additional staff, This is an incremental add to agency MOU,

e H N oy oo (B gt e i (® S e S, cadh GRONIINLED (D OIIHILED
Supplier: Virginia Infarmation Technologies Agenc Ten standard Noteboak Computers to support additional staff. This is an incremental add to
Contact: 110 South Seventh Street agency MOU, Currently have Dell equipment and desire to continue with Dell,

Commodity Code: Computers, Notebook computers (NIGP 20454
Contract Humber:
Bill To: Staunton Correctional Center
Small Business:
Minority Owned Business: |
Warnan Owned Business: |
Total Cost: $0.00000USD
Update Total
[ Don't shaw this page again after adding item(s)(reset in preferences).

GillBuyer, Sandra last visit 6/5/2006 2:13 PM, e¥A Nodeé 1996 - 2003 Ariba Inc.

e Once the non-catalog screen was completed and saved, the above item was added to
the requisition. Do not enter in scope and not in scope items on the same requisition.
e After adding all items, click Next.

12



Toggle Tips Toggle Currenc

PR1429310: A731STCC Infrastructure Order Test
Items: 1 Total: $0.00000USD

E] Add Accounting Details

2
s
d
Y
g

Add Title

Add Iterns
These are the accounting details for each line itern. You can edit line item accounting details and split accounting for a line itern (to create different accounting splits),
Add Accounting Details How To Screen Details

Checkout [accounting - by Line Item

«
H Therns in this request: 1
No. Type SR Solicit Descri ption Oty Unit Price Amount

1 = r Ten standard Notebook Comnputers to support additio 10 each $0.00000USD $0.00000USD

Fund:
Program/Sub-Program:
Object:

8 8 G o

{
{
{

Cost Code: tno valu
Project: ¢
o

FIPS:

VITA Agency Use: 731

Split Accaunting

GillBuyer, Sandra last visit £/5/2006 2:54 PM. eWA NodeS 1996 - 2005 Ariba Inc.

e The end user will verify or complete the agency accounting information for the
agency budgetary unit paying for the equipment.

e The eVA system changes implemented for VITA adds additional fields for the
required VITA accounting data. These fields have been defaulted for the agency and
have been hidden from view except for the VITA Agency Use field for all agencies
and the VITA Department field for agencies that purchase for more than one agency
code.

e VITA Agency Use Field: This is a free form field for the use by the agency at its
discretion. It is not a mandatory field and could be used by the agency to insert a
unique code for reconciliation of the VITA monthly bill.

e Agency Ship To addresses can be accessed by clicking the down arrow by the Ship
To field. Select the appropriate address.

e Click Next to proceed.

13



Accounting Data Example For Agency That Creates Orders For Multiple Agencies:

8 G| 550 0 | | | il (e >
|

=1 ePn ||unke >

[ [ [ et

(&7 bone
8 start |] et @8 0 || EER tnan - cres... | L1 Nead vou assis...| 45 view Line Tterm.. LI Fws ava Pace... | B8 Laras csncy ... | |5 B O ES Os I w5 A azisem

e This example is from the Department of Corrections. This agency buys for multiple
agencies and selects the appropriate agency from the Entity Code drop down box on
the Add Title screen.

e As can be seen from the screen above, the VITA Department field is shown with a
value in the field. This is the VITA Department code for the default agency code on
the Add Title page.

¢ If you change the default value for the Entity Code, it does not automatically change
the default value for the VITA Department. It does filter the VITA Department code
and only allows you to add the proper code through the select box (+).

o If the default Entity Code is edited on the Add Title screen and the VITA Department
is not manually edited on the Edit Accounting screen, the transaction will be rejected
when it is submitted and you must go back and change the VITA Department code.

e IMPORTANT: The requirement to edit the VITA Department when you
change the default Entity code applies to all transaction, not just in scope “Vxx”
coded transactions.

14



By - 5 x
-

Toggle Currency

Preferences Toggle Tips

ey — L PR1429310: A731STCC Infrastructure Order Test

Items: 1 Total: $0.00000USD
Add Title

El Checkout
fdd Iterns

Review your reguisition, make changes as necessary, and submit the request for appraval,
Add Accounting Details How To Sereen Details
Checkout

[ | Summary  Approval Flow

Title: IA?SISTCC Infrastructure Order Test

On Behalf Of: GillBuyer, Sandra =

Agency Code: [F3r [select]
Fiscal Year: [ome [ selext]
FO Category: [vrr [select]
DOC Reference Humber:

Contact Mame:

Send ALL items to eProcurement: [

Pre-Encumbrance Humber:

Line Items Add ikemns | | Hide Details

[N Mo. Type SR Selicit Description gty Unit Price Amount
Il Ten standard Hotebook Computers to support additional staff. This s an incremental add to agency  [5
1 [ r MOU. Currently have Dell equipment and desire to continus with Dell, 10 o GRITIIOUED JBII000UED
Supplier: Yirginia Information Technolonies Agenc Ten standard Notebook Computers to suppart additional staff, This is an incremental add
Contact: 110 South Seventh Street to ageney MOU. Currently have Dell equipment and desire to cantinue with Dell

Commodity Code: Computers, Notebook computers (HIGP 20454)

Contract Nurnber:

Bill To: Staunton Correctional Center

Small Business: | o8
Minority Owned Business: |

Woman Owned Business: [

Total Cost: $0.00000USD

shipping - Entire Requisition

ship To: Staunton Correctional Center x
Deliver To: Sandra GillBuyer
Need-by Date: 7 [Mon, 31 Jul, zoos  [FE

Comments - Entire Requisition v

e At Checkout do a final review and edit of the transaction as required.

e Immediately below the section of the Checkout page show above there is a comments
box and the as well as the capability to add attachments.

e Itis suggested that you click on the Approval Flow box and see who will be required
to approve this requisition.

15



Approval flow for in scope order on two screens:

PR1429910; A791STCC Tnfrastry
Htems: 1 Total: §0.00000050 = erey |

fdd s Ed checkout
Review your requisition,

VITA view workflow added to the workflow by V

ency AITR added to workflow.
Standard Agency workflow.

Items: 1 Total: $0

oo
% s El checkout

e This is a picture of the workflow created for this requisition and should be reviewed
before submission of the order.

e The approvers in ovals are the IT approvers added to the workflow by selection of the
“Vxx” PO Category.

e The approvals in the rectangle are the standard approval flow for this agency.

e Click Submit to start the requisition in the workflow. Upon completion of the final
approval, the order will be sent electronically to the vendor.

16



PO Printing Requirement: Approval flow for non-registered eVA vendor or
registered vendor that is not signed up for receiving electronic orders

The last role in the above workflow is for PO Print. This role is used to inform you
that this is not an electronic enabled vendor and that you must print the order and
send it to the vendor.

At this stage you are just seeing what the workflow indicates will happen. After you
submit the requisition it will go through the approval process and return to the person
defined for this approval.

The PO Print approver must approve the order and then wait for the requisition status
to change to Ordered (approximately 15 minutes). When the status has changed to
Ordered, go in and open the order (EPxxx) and print and fax/mail to the vendor.

17



Approval Process:

To login go to www.eva.state.va.us

wew  Favortes ooz eln

| veBack = = - @D [ 3 | ERSearch [iiFavorkes  CPHitary | e o fl - S G
| Addrmes [£7 hte: v, o a,state va,us) =1 e | |unke >
PO ChAnGae

DPS Website = APSPM Manual = ava order Tarms

Learn About eva

- vendors Manual * vendor Registration
e = Lacal Govt. Sian-up = wandor Reqistration Guidalines 937 Cataloos By
LGP Codes = State Contracts = Solicitations & Awards 171 Agencies [
LNSPEE Codas - - 422 Localmies [
- = DGS Future Business Cpportunitias 20,668 vandors [,
Recommended Browser
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Welcome Henderson, Renits

eVA Channels

&
The Cammanwaealth of Virginia Vendors Manual containg important
changes

The Commonwealth of Virginia Yendars Manual contains important changes
effcctive B23/04. All changes are contained in the updated Vendors Manual on the

wabsite, Consult the “Vendors Manual Changes” docurment for a listing of revisions
made within the manual since its 1998 publication, Resd More

Eecent Articles
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http://www.eva.state.va.us/

<} Ariba Buyer - Microsoft Internet Explorer

Eil=  Edit Wiew Favorikes Tools  Help

o=k - () - \ﬂ |E"| 7;} | /__) Search \_j‘:(Favorltes €&3| 2]~ jf - )i

Address [&] https:ffbuys-rem-14.buysense comfBuyer/Main fav?awsn—_3&avr=jsawst=Déavsi=0

Preferences Toggle Tips Toggle Currency

~ To Do
Apprave Reguests 1
Watch Regquests o

Approve Ox O Receive

= Status
Composing 1
Submitted 1
Appraved 548
Denied o

Status O

O Explore

~ Create
Requisition
Create 1)
< Explore
Searches Henderson, Renita last wisit 2/25/2005 2:51 PM. eva
Catalogs
Eolders Return to
< Report
Reports

al

System News

WELCOME eva Buyer!
< Receive
Mew eMALL made SIMPLE!

Purchase QOrders

< Reconcile Changes have been made to the emall to strearmline your
evé ordering process! Click here to learn what's different
and new and how it will help YoU!

http; Afwww . eva.state . va.usflearn-about-eva/8-1-emall-
notes.htm

=
[&] pone [ [ |5 & mtermet
;ﬁstartl J & (o] (] [=] = J @[nhnx—MmmsnFto...l ] eva Supplemental ... | ] ewa Supplemental ... | 4 Ariba Buyer - Mic... J & @| . JDesktop > o@D @ 400 P

e Inthis instance there is only one requisition for approval as shown under the To Do
heading.
o Click the Approve button to open the approval in box.

e &3 =

@, Ele  Edit Wew Favorbes D | Address [£] https:f/buys-vmm-14 buysense | g Go |L-nl6 -

Q- - &
VA

Toggle Tips Toggle Currency

Preferences

Approve Requests

~ Approve

Approve Reguests 1
“ou are included in the approval flow for these requests, and you are required to approve or deny them. To review a summary of a
watch Requests o request befare taking action, click the request's 10 ar title.

How To Screen Details

Tou hawe = awaiting your approval.
Tvp bmitted

u Reguester Status Title Total
37 P ;‘::ﬁ:"“”' Submitted Larry's Training Material Test $6,885.00000USD

Talal

Moke to Falder: [Archive Iterms =

Henderson, Renita last visit 2/25/2005 2:51 PM. eWA Modes 1996 - 2003 Ariba Ine.

=] e B = =

e The requisition could be approved from here. However, this should not be done since
the requisition detail has not been reviewed.
e Click on the PR number to open the requisition for review.
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Address [E5] hteps: f/boys w14

1
o Y e ——— quest details, click the request ID. Ta review other pending requests,
Watch Req 3 =l %o display the Previous or Next Fegqusst
How To Screen Details
Reauest [Fryasz7a =]laf 1
A | $6,085.00000USD
= Training Mabarial Tesk [Cone] [EdiE]
Hicle D
oty w0 price Amount
3 sach $2,295.00000US0D $6,855.00000US0
Dol Notebook for Direstor
pppppppp Cenied [ watcher |
Fanita (Adza vITA Tach) [ {1 Atae-scm Approver
[ 1
Add Approye
&1 S (e inkernet

e At this screen you can review each line item on the requisition.
e Inaddition, you are shown the workflow for this requisition.
e Click on the requisition number to open the requisition for additional review.

- D | R e B B S - (=

~ Approve PRr44273 - Larry™s Training Material Test
Meeds Approval 1
Revisw the request details and then take the sppropriate s
adit, subrnit, receive, Invoice, open, or close the requs

i for mxampls, depending on the request status, you can spprove,

How To Scrosn

Back
i
[ summar ¥ S _Approval Flow  Orders  Receipts
Title Larry's Trainin a Material Test
use Poard: =
PCard number: rhenders1004
Entity Code: az3
Fiscal vear: zo0s
PO Category: MEL
Send ALL iterns to eProcurement: |
Oty Unit Price
El sach $2,205.00000US0 §6,885.000000E0
Dell Natebook for Direct

Total Cost: $6,855.00000USD

e You must click Edit if you need to change the requisition. You can edit only if you
have been given Edit Approval authority in your eVA personal user profile.

o Verify that the Pcard block has been unchecked. Edit and remove if it has been
checked.

e Verify that a “V” PO Category has been selected. Edit and change if the “V” code
has not been selected.

o Verify that the eProcurement block is not checked. Edit and remove if it is
checked.

o Verify the technical details of the order and edit as appropriate.
Changes to the requisition will start the approval process over.
e Click on Detail to review the remainder of the requisition.
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== -

2

o DI B-SE-E

Preferences

Requisition Details:

Toggle Tips

View Line Item

PR744273: Larry's Training Material Test

Items: 1 Total

Review line itern details, such as accounting and shipping informmation,

%6,565.00000US0

Toggle Currency

How To Screen Details

Line Item Details
Mo.:
Description:
Supplier Part Mumber:
Supplier auxiliary Part ID:
Quantity
Unit of Measure:
Price:
Cormrodity Cade:
Supplier:
Contact:

Contract #:

Small Business:

Minarity Business:
woran Owned Business:
MIGP CommaodityCode:

Bill Ta:

1
Dell Motebook for Director
Dell-12345

3
each
$2,295.00000USD

Computers computers

Dell Mon-Catalog

Dell Marketing -Mon-Catalog
WA-040330-DELL

o

-

—

Grant;

Mirginia Inforrnation Technologies Agency - E136
Additional Data:
Accounting - by Line Item
Fund Detail: 0100
Program/Sub-Program s0z04 =
woman Owned Business: [ o
NIGP CommodityCode:
8ill To: wirginis Information Technolonies Agency - E156
Additional Data:
Accounting - by Line Item
Fund Detail: o100
Program/Sub-Program: sozoa
Sub Object: zz1z
Cast Center: z8s
Project: £5015
VITA Agency Use: 423

Shipping - by Line Item

Ship To: Dept of Historic Resources-aAdmin Services

Deliver To:

Renita Henderson

Meed-by Date: 7 Fri, 11 Mar, 2005

| Comments - by Line Item

Aadd Comment

Henderson, Renita last visit 2/28/2005 6117 alM, eWa Nodes

e Review and edit as appropriate.

1996 - 2003 Ariba Inc.
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- D [P | B Ga OB - S -

: d
E i
. El warning

This request has generated warnings; review the warnings.

= HThe changes you've made to this request require it to be resubmitted pos

¢ When an edited requisition is saved, the above message will appear indicating that the
workflow will re-fire because of the edit of the requisition. Since the requisition has
changed it is appropriate that previous approvers review and approve again. (This
example is assumed to be the edit of the Tech Configuration approver.)

o Click the Save button again and the requisition will go back into the approval
workflow.

- PR AEFEB-SH-E=

o) e o

Toagagle Tips Toggle Currency
Approve Confirmation
Confirm you are approving the reguest. To move approved iterns out of your To Do list, archive the docurment to the default Archive
Iterns folder or select another folder. Sees the online help for information about the partition to which the docurment can be archived.

How To Screen Details

Yau chose to approve PR744273.

q ¥ archive itemn(s) to folder: [Archive ftems =]

q

Henderson, Renita last visit 2/25/2005 10:40 AM. eWA Modes 1998 - 2003 Ariba Ine.

e Click OK to confirm approval.
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Receiving Orders

Infrastructure Goods and Services: Receiving for all IT infrastructure goods and
services orders must be accomplished in eVVA. When an order reaches the Ordered status,
a receiving document is created and placed in the receiving in-box of the person
designated to do the receiving. If the agency is set up for Desktop Receiving the shell
will be available to the person who initiated the order. If the agency is set up for Central
Receiving, the receiving must be done by the person or persons given the receiving role.
Non-infrastructure IT Goods and Services: These services will be ordered from a
commercial supplier and Billed To the agency. Therefore, VITA does not require
receiving in eVA for these items.

| 5 ) | [
| Fie  Edt View Favo Tools el |

| NeBack ~ = <~ @ (1] of | DRSearch [diFavorites oBHistory | [Ty b 3] - (=]

| Aclbrez [T e fovmos v st e st

=1 oo ||unks

ssssss

Quick Links

= APSPM Manual = eVA Order Terms
= Vandors Manual = vendor Registration
= Local Govt. Sign-Up = vaendor Registration Guidelines $3.1 1 spend

= State Contracts = Solicitations & Awards
= DGS Future Business
Opportunities

= more Buyer/Vendor Info...

= User Guides

= Procurement
Directory

L]
1 start || @ o= || ] inbos - Microsoft cution. . VA Home Page - Mic.. ocumen soft . [l P Qo B ) % siso

Go to www.virginia.gov

Enter your Userid and password and click login.

Do not allow Windows to save your password.

Answer “yes” to the question about going to a secure site.
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http://www.virginia/

M ADVANTAGE

e Ecit  View

avorikes  Took  Help
deback ~ <+ - @D (3] of | Dsearch (aiFavorites (Brstory | BN Cp B3 - =)
Address [£] hitps:ibuys-ww-02 boysense comfindex. sp =] a0 ||unks |

JJpeoplepc ~ [Z] My Account ) Help & Info < f|Email ‘ Web Search @

Wwelcome Moore, Tim July 27, 2004 - 316 P

| ) ) = S T2 | (=
I

@ =

eVA Channels
PIM 98-016 is released with changes effective 7-16-04.

FIM 98-016 is released with changes effective 7-16-04. The FIM
and related chanaes are incarparated into chapters and are
found at hitp /hwwwr eva, state va. us/aspm-manualaspm

manual htm

The updated APSPM-AIl document containing the entire
parchable manual will be uploadad ta the weabsite soan

Shop ead More
Wiew the e

NOW fecent Articles o Mt
2004 Virginia Public Procurement Act Now Available S er I - b

/172004 2:41.00 P

m eVA Business Plan, Effective July 1,
2004. crie2004 112200 A

5 CONTRACT REPORTING AVAILABLE IN eVA 6/15/2004
10:24.00 AM

More VA News

CEOBCBECEEG

Buyers | Vendors | Learn about eVA
s | Award Notices

News Archive | Suppliers FAQs | Buyers FAQs | DP'S Websi
aVA KC Ad n | State Contracts | On-Line

[ [ [ ket

i stare H o @ = H [ poc - merosoft owiosk . || &2 ] ADYANTAGE Procure... | BB Documents - microsaft ..

e At this screen click Shop Now on the left navigation bar.

Toggle Currency

Preferences Toggle Tips

~ To Do
Approve Reguests se Rec.eive
Watch Reguests :
= status
Composing s0
Subrnitted 2 Status O
Approved z98 /

Denied 1 O Explore

~ Create
Requisition
Company eForm Create 1O

~ Explore testpS, uat last visit 2/25/2005 11:09 M. eWaA
Searches
Catalogs

Folders

Return to

System News |

= Report
WELCOME eWa Buyer!
Reports

= Receive Mew eMALL made SIMPLE!

Fupetass Codsis Changes have been made to the emall to streamline your
awa ordering process! Click hers to learn what's differant

¥ Reconcile and new and how it will help YoU!

http At e va state va.us/learn-about-evas/Es-1-emall-
notes.htm

testoS. uat last visit 2/28/2005 11:09 aM, evA Modes #1996 - 2003 Ariba Inc, =

e Click on the Receive button.
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Togale Tips Togale Currency

Preferences

Select Order

Select Receips El select Order - Search

Receive

Zelect the Ty ewenter search criteria if available, and search to find requests that match your criteria. To select a
regaEst, click the 10,

Additional Info
How To Screen Details

Summary

IOrder [ IEPZUUS?]. Search Advanced  Back to Select Order

ch Resuits

Enter search criteria above

testps, uat last visit 2/28/2005 11:09 AM, eVa NodeS 1996 - 2003 Ariba Ine,
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e Enter the order number (EP) that you wish to receive and click search.

- -DRFa AEBIB-SH-E

Friome JE vein I tooout )

Toggle Tips
Seleen ErEEr Receipt RC2Z01335: EPZ00671 - Dell Test - 01-20-2005

Selsct Recsipt El Receive Items

Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
reason for rejection in comments, When verifying a milestone, indicate whether or not the milestone is complete. it e 2t
Additional Infa be completed, explain the reason in comments

How To Screen Details

Line Items - Quantity Receiving Needed

No. Quantity Description Unit Prew. Accepted Accepted Rejected Date Received
Lattud DEUU Inte|REG PentlumREG L
1 4  Processor S {1.60GHz) w/ 14.1in ®GA each 0 (] [o [roday [z:2:]

oOrder 1D EF200671

order Title: Dell Test - 01-20-2005
Supplisr: Dell

Contact: Dell - UAT Testing Do NOT modif

Header Cross Reference:
Clase Order: 7 ves & Mo

Date: Teday, 1:59 PM

Comments - Entire Receipt

Commen s =

= <

e The receiving document will open.

o If the entire order has been received, you can click Accept All at the top or you can
type in the quantity received in the Accepted box.

o If you are receiving/accepting less than the full order quantity, type in the actual
quantity received.

e The Date Received is defaulted to the current date. This date should be changed to
reflect the actual date received by clicking on the calendar and selecting the received
date.

e Note that the default on the Close Order is “No.” If you do a partial receipt by
entering a quantity of less than the quantity ordered or not receiving all lines, the
system will create another receipt document for the remaining quantity and put it in
the Receive folder.

o If you receive less than the full quantity and the remaining items will not be provided

by the vendor, Close Order should be changed to “Yes.” In this circumstance the
system will not create another receiving document.
e After completing all entries, click the Submit button at the bottom of the screen.

. s e~ - e e T o R |

In the previous receipt, two of the four items were received.
o Clicked on return to Home.
. Click on Receive again.
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-+ - AdQE@I BH-SE-3

Toggle Currency

preferences Toggle Tips

Select Order

Select Recaipt
Select Order - Search
Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria, To select a
Additional Infa request, click the 1D,
How To Screen Details
Summary
[order 1o =] [EPzODE7L Search Advanced  Back to Select Order
4
4

Search Results

Enter search criteris sbove

testps, uat last wisit 2/28/2005 11:09 aM. eva NodeS 1996 - 2003 Ariba Inc.

e Searched for the same order again.
- - PR AEG B BD-SE-EH
 Home I vin

Preferences Toggle Tips Toggle Currency

Select Order Receipt RC201335: EP200671 - Dell Test - 01-20-2005 Exit
Select Receint E] Receive ltems
Receive

Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your
reason for rejection in cornments, When verifying a milestane, indicate whether or not the rmilestone is cormplete. If the milestone will not
Additional Info be completed, explain the reason in comments.,

How To Screen Details
Summary.

Line Items - Quantity Receiving Needed

MNo. Duantity Description Unit ejected Date Received
Latitude D&00;IntelREG PertiumREG M
1 4 Processor 725 (1.60GHz) w/ 14.1in G4 each 0O ITDday [z2z1]
Display
order ID: EP200671
oOrder Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do MOT modif

Header Cross Reference:

Close Order: 7 " Yes (= Mo
Date: Today, 1:59 PM -
Processing Status: Receiving

Comments - Entire Receipt

Cormments:

o Note that a new shell is found with a quantity of two previously received.
e An additional quantity is received.

27



Re-open Order for Receiving to Create a Change Order: An order that has been fully
received or has been closed for receiving must be re-opened for receiving before a change
order can be created.

- e - e e N |

[N sciectorder
El Sclect Receipt

EN sSelect Order - Search
El Recoive

Selact the type—FFeauest to FEliug, enter search critsria If avallable, and search to find requests that match your criterla. To select a
PY Additional tofa raquest, cligh the 10,

How To Screen Detsils

L3 Summary

[Srder 10 W11 Soarch Advanced  Back to Select crder

Search Results

Enter search criterfa above

e In the previous steps we created two receipts for EP200671 to fully receive the order.

e There may be occasions when you need to re-open a closed order for additional
receiving or you need to do a change order to add additional items to the original
order.

e An order that has receiving closed can’t be changed without re opening for receiving.

e Toreopen, go to Shop Now, Click the Receive button, enter the order number and

click on Search.

D) | D G OB Gh- o ] -

ErrraE ERP Grder EPZDOS7L: Dell Test - 01-20-2005
Select Receipt El sSelect Recei
ppppppp
additional 1nfa
mmmmmm y

RSZ0133S EPzOOE7L Dell Test - 01-z0 -zoos Taday, 1159 PM Approved

pozoloans EpzooeFL Cell Test - 01-20-20085 Today, 2104 PM approved

+ - 01-zo-zoos

tino Do MOT modif

¢ Note that the order is closed to receiving.
e Click on the Reopen Order button.
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Preferences

Select Order

Select Receipt

Receive

-+ - R A QT3 E-SH-

Receipt RC201911: EP200671 - Dell Test - 01-20-2005

E] Receive ltems

=
= I

Toggle Currency

Toggle Tips

Enter the amount or quantity you are acespting or rejecting, and include the recsipt date. When entering rejsction details, explain your

reason for rejection in comments, When verifying a milestane, indicate whether or nat the milestone is complete. If the milsstane will not

additional Info

Surnmary

be completed, explain the reasan in comments.

How To Screen Detsils

Line Items - Quantity Fully Received

No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
14 Froceasor 728 (LebGHe wf 19 AIn KOA cach 4 oo [jodsr =
Display
Grder ID: EPZ00671
Grder Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do HOT modif

Header Cross Reference:
Close Order: 7
Date:

Processing Status:

* ves Mo
Today, 2:12 FM

Receiving

Comments - Entire Receipt

Cormments:

=] =

e The system opens a new receipt for additional receiving showing the ordered quantity
fully received.
¢ Click Exit.

- R AR B RSE-E

Preferences Togale Tips Toggle Currency

Confirm Exit

rou have asked to exit a request you are editing, Select an action to take with this request,

Ymedmng RC201911 - Receipt for EF200671. Choose what you would like to do next.

\ Save this request

How To Screen Details

*\lodo any changes

* Coof TFa on this request

aia

e Print & copy of this request

testps, uat last visit 2/28/2005 11:09 AM. eva Nodes 1996 - 2003 Ariba Ine.

e Click the Save button to save the receipt for subsequent receiving.
e Return to the Home page.
e Click on Status.
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@ AEE 3B S-S

Toggle Currency

Preferences Toagle Tips

7 Status Status
Composing il
Click a request's ID or title to view reguest details. Tou can click check boxes to select one or more requests and then take an
Submitted appropriate action; for example, move selected requests to a folder.
Approved 298 How To Screen Detsils
Denied 1
Show all 351 Reguests in progress: 351 4 Page |4 3
[T Type ID Date Created Status Title Total
" r PRZ0Z426 Tue, 25 Jan, 2005 Caomposing Gaolf Clubs $2,500.00000USD
a |J' PRZ0Z475 Mon, 24 Jan, 2005 Composing Copy of Copy to POB-Larry $32,500.00000US0
|J- PRZ02424 Mon, 24 Jan, 2005 Ordering Copy to POB-Larry $32,500.00000U5D
lJ- PRZ0OZ2414 Sun, 23 Jan, 2005 Received Copy of Equipment $35,750.00000USD
lJ- PRZ02413 Sun, 23 Jan, 2005  Ordering Equipment $35,750.00000U5D
ll PRZ20O2412 Sun, 23 Jan, 2005 Ordering Untitled Reguisition $10.00000USD
lJ- Q0000631 AWD123 Sat, 22 Jan, 2005 Submitted  test $41,480.00000USD
'J- Q0:QQOD0NEZL AWDIZZ Sat, 22 Jan, 2005 Ordered test $41,480.00000U5D
IJ- PRZ0O2393 Fri, 21 Jan, 2005 Cormnposing  Untitled Reguisition $375.00000USD
lJ- == Thu, 20 Jan, 2005  Ordered Dell Test #2 - 01-20-2005 000uUsD
344 Thu, 20 Jan, 2005 Receiving Dell Test - 01-20-2005 %D
IJ- Q000001351 AWDL20 Wed, 19 Jan, 2005 Composing ST 1467 $300,00000USD
lJ- PRZ0ZZ60 wed, 19 Jan, 2005 Ordering Untitled Requisition $999.00000U5D
ll PR20O2227 Tue, 18 Jan, 2005 Ordering swarntest - 1-19-05 $30.00000USD

—

Move to Folder: IArEhivE Items 'I

testp5, uat last wisit 2/28/2005 11:09 AM, eWa NodeS 1996 - 2003 Ariba Inec.

¢ Note that the order is now back in a receiving status.
e Click on PR202344.

-2 - DR A AEE B RS

Tiome W vieie I togoue)

Toggle Tips Toggle Currency

= Status PR202344 - Dell Test - 01-20-2005

Composing 50

Preferences

Review the request details and then taks the appropriats s TFar exampls, nding on the request status, you can approve, deny,

Submitted 4 edit, submit, receive, invoice, open, or close the request.

Approved 298 How To Screen Detsils
Denied 1 Back to Status

Show all 351

q J Summary % Approval Flow 4 Orders . Receipts\ “ History \

Title: Dell Test - 0N20-2005
Use PCard: r

PCard number: utestps0011

Entity Code: Piga

Fiscal Year: zoo4

FO Catsgory: ROL

Header Cross Reference:
ERP Requisition Mumber: test 2

Do not send any itemns to eProcurement: [

Send ALL iterns to eProcurerment: (
[Line 1tems Hide Details
Mo. Type So Order Description Oty Unit Price Amount Action
1 |G- Epzoneyy Lotitude DEOOINteIRES PentumRES M 4 cach $1,715.57000USD  $6,863.88000USD
Supplier: Dell Latitude D600; IntelREG PentiumREG M Pracessar 725 (1.60GHz) w/
Contact: Dell - UAT Testing Do NOT modif 14.lin ®XGA Display

Commodity Code: Cornputers, Wotebook computers
Contract Number;

Bill To: P194- DPS Mail Room

Srnall Business:

Minority Owned Business: [

woman Owned Business: [

Total Cost: $6,6863.66000USD -

Note that the order now has the Change Order button.

e Click Change to do a Change Order.
You may now add items and you can make some edits to the fully received item.
However, you cannot delete the fully received item nor can you delete the item.
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